
DSWR Pipeline Sales Reporting User Guide 
 June 2019 (revised) 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                Pipeline Sales Reporting for Brewpubs 
 

 

 

 

 

 

08 Fall 

 



 

            BCLDB DSWR Pipeline Sales Reporting – Page 2  

 

 

 

 

Contents 

Introduction....................................................................................................................................................................................................................................................................... 3 

About This Guide ........................................................................................................................................................................................................................................................ 3 

Before You Get Started ............................................................................................................................................................................................................................................ 3 

Log-in .................................................................................................................................................................................................................................................................................. 4 

The Home Page ............................................................................................................................................................................................................................................................... 8 

Reporting Process Overview ....................................................................................................................................................................................................................................... 9 

Creating Documents ................................................................................................................................................................................................................................................... 10 

The Input Pipeline Report Header Page ..................................................................................................................................................................................................... 10 

The Input Pipeline Report Details Page ...................................................................................................................................................................................................... 13 

Creating Sales Documents .............................................................................................................................................................................................................................. 16 

Creating Customer Returns Documents .................................................................................................................................................................................................... 18 

Exporting Documents as CSV Files ........................................................................................................................................................................................................................ 22 

Creating, Reviewing and Submitting Batches ................................................................................................................................................................................................... 23 

Nil Reporting.................................................................................................................................................................................................................................................................. 25 

Help ................................................................................................................................................................................................................................................................................... 28 



 

            BCLDB DSWR Pipeline Sales Reporting – Page 3  

Introduction 

Welcome to the BC Liquor Distribution Branch (LDB) Direct Sales Web Reporting (DSWR) application. The DSWR application provides you 
with a safe and secure way of reporting sales and customer return information for both pipeline and packaged products to the BCLDB over the 
Internet. The application allows you to: 

 Create and manage sales and customer return documents. 

 Create and submit batches consisting of multiple documents. 

 Correct and re-submit a batch. 

 View a history of submitted batches.  

 Download and print document and batch details for your records. 

 Update your DSWR user profile. 

About This Guide  

This guide focuses on the DSWR application’s pipeline sales reporting feature, which allows brewpubs to report weekly pipeline sales and 
return information for their attached licensed establishment. For a more comprehensive look at the DSWR application, including information on 
reporting packaged product sales and returns as well as creating and submitting batches, refer to the BCLDB Direct Sales Web Reporting 
User Guide (V.9).  

Before You Get Started 

The pipeline sales reporting feature is only enabled for brewpubs that have been configured in the system to report sales of pipeline products. 
To ensure that pipeline sales reporting is enabled for your store, contact the Wholesale Private Distribution Reporting (wpdr@bcldb.com) after 
you have received your BCeID and registered for the DSWR application. 

For information on obtaining a BCeID and registering for the application, see the BCLDB Direct Sales Web Reporting User Guide (V.9) 

mailto:wpdr@bcldb.com
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Log-in 

To log-in to the DSWR application: 

1. There are 2 ways to log-in to the DSWR application from the BCLDB home page. 

 

The shorter way is to enter “bcldb.com” in the top left URL field and press “Enter” key to see the BCLDB Home page. 
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The longer way is to enter “bcldb.com” in Google search box in 
the middle of the page and press “Enter”. 

 

Then click “home|BCLDB Corporate” to get to next page which is the 
BCLDB home page. 

 

The BCLDB home page displays. Press the BC MANUFACTURERS tile at the bottom right. 
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The INFORMATION FOR BC LIQUOR MANUFACTURERS page opens. 

 

2. Scroll down and click Direct Sales Web Reporting link at the bottom of page. 

Proceed to Step#3 below if this doesn’t take you directly to the BCeID Log-in page. 

Enter your BCeID username and password before clicking Next.   

 

The BCeID Post Logon page appears with information about your BCeID account activity.  

3. Click Next.  

If there is only one store associated with your account then the DSWR Home Page appears. 

If there is more than one store associated with your account then the Select Store window appears.  
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Click the round button on the left to select the store you wish to report for and press Enter..  

The DSWR Reporting Home Page for the selected store appears.  
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The Home Page 

The Home Page is your central point of activity in the DSWR application. If your brewpub has been configured in the system to report pipeline 

sales, you will see a Pipeline Sales Reporting link in the Actions column that you can use to create sales and customer returns documents for 
pipeline products. 
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Reporting Process Overview  

Reporting for pipeline products should be performed on a weekly basis. You should use the same week ending day (Saturday is 
recommended) from week to week. 

The process of reporting brewpub sales and return information involves the following steps: 

1. Create customer sales and returns documents for packaged products.  

2. Complete a Pipeline Sales report. 

3. Create a batch. 

4. Add both packaged sales and pipeline sales documents to the batch. 

5. Review the batch. 

6. Submit the batch for processing. 

NOTE: This guide only covers the second step of the reporting process: creating pipeline sales and customer returns document. For 
information on the remaining steps, refer to the BCLDB Direct Sales Web Reporting User Guide (V.10). 

Brewpubs who sell beer in cans, growlers and kegs in addition to pipeline sales will have two separate document-creation processes: one for 
packaged products, and another for pipeline products. Though packaged and pipeline product documents are created using separate 
processes, they do not need to be batched separately; batches can include sales and returns documents for both packaged and pipeline 
products.  

NOTE: Unlike with packaged products, pipeline sales and returns documents cannot be created by uploading a CSV file.  
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Creating Documents 

There are two types of documents in the DSWR application for reporting pipeline products: sales and customer returns. When reporting 
pipeline sales, use sales documents to report the transfer of product from your brewery to your licensed establishment via a pipeline, and 
customer returns documents to process error corrections or reverse incorrectly submitted pipeline sales reports.   

Both types of document consist of two sections: a document header displaying the document type, the week ending date, invoice reference 
number and customer information, and document details listing the specifics of the transaction.  

Document header 

Document details 
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The Input Pipeline Report Header Page 

 

Creating a document involves first creating the header on the Input Pipeline Report Header page, which you can access by clicking Pipeline 
Sales Reporting under Actions on the Home Page.  
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Number Item Description 

1 Document Type Select the document type (Sales or Customer Returns). If Customer Returns is selected, an additional field 
appears: Original Invoice Number (to link the return to the corresponding sales document). 

2 Week Ending Click the empty field or calendar icon to open the calendar and then select a week ending date.  This can 
be any day of the week; you do not have to use the same day every week. The price of the products sold 
and the tax rates will be determined by the price in the system as of the week ending date you select. The 
week ending date must be unique for pipeline sales document to prevent duplicated reporting. 

3 Invoice Ref No. Enter a reference number for the invoice. This number will be used to identify the document in the system. 
You can choose any number, as long as it is unique, numeric only, and between one and ten digits long.  

Note: Unique Invoice number means that the number should not have been used before. 

4 Customer Number The Customer Number field is automatically populated by the system with the LCLB license number of the 
licensed establishment attached to your brewery.  

5 Customer Type The Customer Type field is automatically populated by the system with Licensee to indicate the customer 
is a registered licensee. 

6 Customer Name The Customer Name field along with the other fields related to customer details (Phone Number, Address 
etc.) is automatically populated by the system with the registered licensee’s information. 

7 Payment Type The payment type you are going to use to process the payment of the provincial markup to the LDB. It is 
set to Cash by default to indicate a bank deposit or transfer.  

8 Document Details Once the Input Document Header page is complete, click Document Details. The header information is 
saved and you are directed to the Input Document Details page, where you can enter the details of the 
transaction. 

9 Cancel Click Cancel at any time to exit the Input Document Header page without saving. 
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The Input Pipeline Report Details Page 

 
Once you have created the document header, enter the details of the transaction on the Input Document Details page, which is accessible by 
clicking Document Details on the Input Document Header page. 
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Number Item Description 

1 Header Information The document’s header information as entered on the Input Document Header page.  

2 Line Each product included in the transaction appears as a line consisting of the following fields: 

 SKU: Select a product SKU.When a SKU is entered, the Brand Name and Price fields 
are completed automatically.  Only pipeline SKUs are permitted in the Pipeline sales 
reporting function; packaged products must be reported under the create document 
function. 

 Brand Name: Automatically displays the brand name of the product and the selling unit when a 
SKU is entered.  

 Qty In Litres: Enter the number of litres sold or returned for each SKU (as defined in the Brand 
Name column). 

 Price ($): Automatically displays the price per litre when a SKU is entered (based on the system 
price as of the week ending date). 

 Comments: Optionally, click Edit to leave a comment regarding the sale. 

 Total: Automatically displays the total based on the SKU selling price and quantity.  

 Remove: Click X to remove an item from the document.  

3 Add New Line Click + to add another line, or use the drop-down menu to add up to ten new lines at a time. The same 
SKU can be added multiple times. 

4 Calculations  Total Litres: The combined number of litres sold for all lines.  

 Provincial Mark-up Rate: The malt levy rate, which is determined by the number of litres sold.  

 Provincial Mark-up Due: The malt levy rate multiplied by total litres sold.  

 Add GST (@5.00%): GST.  

 Add PST (0.00%): PST (Retail customers only – wholesale customers are exempt). 

 Amount due to LDB/Gross Refund: Provincial mark-up due plus the GST. 

5 Calculate Once you have entered all the items associated with the transaction, click Calculate to calculate the 
document and display the totals. Calculating the document is optional—the document is automatically 
calculated when saved. 

6 Mark Completed If the document is complete and ready to be added to a batch, click the Mark Completed box. If the 
document is not ready to be added to a batch, leave the box unchecked. You can always return to the 
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Number Item Description 

document later and mark it as complete when it is ready to be submitted.  

7 Document Header Click Document Header to return to the Input Document Header page.  

8 Save Document Once all the products in the transaction have been added, click Save Document to save the document.  

9 Cancel Document Click Cancel at any time to exit the Input Document Details page without saving.  
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Creating Sales Documents 

To create a pipeline sales document: 

NOTE: Only one sales document for pipeline products can be created per day.  

1. From the Home or Workspace pages, click Pipeline Sales Reporting under Actions. 

The Input Document Header page appears.  

2. Complete the following fields: 

 Document Type: Make sure the Document Type is set to Sales.  

 For the week ending: Click the empty field or calendar icon to open the calendar and then select the date of the transaction. 

This can be any day of the week; you do not have to use the same day every week. The price of the products sold and related 
tax rates will be determined by the price in the system as of the week ending date you select. 

 Invoice Ref. No.: Enter a unique reference number for the invoice. This number will be used to identify the document in the 
system. You can choose any number, as long as it is unique, numeric only, and between one and ten digits long.  

 

 
 

3. The Payment Type defaults to Cash.  Click Document Details.  

a. The Input Document Details page appears. 
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4. Select the SKU number for the first pipeline product you would like to add to the document.  

5.  

 

6. The item is added to the document. 

 

7. Enter the number of litres sold into the Qty In Litres field.  
 

8. Optionally, you may add a comment for yourself or other users belonging to your store by 

clicking on the Edit link in the Comments column, typing a comment into the field, and then 

clicking Apply.  Any comments you add will be saved with the document 

 
 

9. If there are more products to include in the transaction, click the plus icon to add new lines. You may add up to ten new lines at a time. The 
same SKU can be added multiple times to the same document. 

10. Once you have entered all the items associated with the transaction, click Calculate to calculate the document and display the totals.  

 

NOTE:  Calculating the document is optional—the document is automatically calculated when saved. 

11. If the document is complete and ready to be added to a batch, click the Mark Completed box.   

If the document is not ready to be added to a batch, leave the Mark Completed box unchecked. You can always return to the document 
later and mark it as complete when it is ready to be submitted. See “Edit a Document”. 

NOTE: When a document that has not been marked completed is saved, it is given the status of Incomplete. Only documents with the 
status of Complete can be added to a batch. 

12. Click Save Document.  
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The document is saved and the Confirmation window appears. 

 

13. If you wish to create another document, click Yes to go to a blank Input Header 

page, otherwise click No to go to the Home page.  

 

Creating Customer Returns Documents 

When reporting pipeline sales, customer returns documents are used to make corrections or adjustments to previously reported pipeline sales.  

To create a customer returns document for pipeline product: 

1. From the Home or Workspace pages, click Pipeline Sales Reporting under Actions. 

The Input Document Header page appears.  

2. Complete the following fields: 

o Document Type: Set Document Type to Customer Returns.  

o For the week ending: Click the empty field or calendar icon to open the calendar and then select the original week ending date. 
Tax and pricing will be set according price in the system on this date.  

o Invoice Ref. No.: Enter a unique reference number for the invoice. This number will be used to identify the document in the 
system. You can choose any number, as long as it is unique, numeric only, and between one and ten digits long.  

o Original Sales Invoice Number: (Optional) Enter the original pipeline sales invoice number.  
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3. The Payment Type defaults to Cash.  

4. Click Document Details. 

The Input Document Details page appears 
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5. Select the SKU number for the first product you would like to add to the document.  

 

 

 
 

 

The Brand Name Search window opens.  

 

After entering the name of the brand and clicking Search, select the desired result and click Select. 

 

 
 

The item is added to the document. 

NOTE: The same SKU can be added to a document multiple times.  

 

6. If more than one litre of the product was returned, enter the number of litres into the Qty In Litres field.  
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7. Optionally, you may add a comment regarding the transaction by clicking on the Edit link in the Comments column, typing a comment 

into the field, and then clicking Apply. Any comments you add will be saved with the document.  
 

 
 

8. If there are more products to include in the transaction, click the plus icon to add new lines. You may add up to ten new lines at a time. 

9. Once you have added all the items associated with the transaction, click Calculate to calculate the document and display the totals.  

NOTE: Calculating the document is optional—the document is automatically calculated when saved. 

10. If the document is complete and ready to be added to a batch, click the Mark Completed box.   

If the document is not ready to be added to a batch, leave the Mark Completed box unchecked. You can always return to the document 
later and mark it as complete when it is ready to be submitted. See “Edit a Document”. 

NOTE: When a document that has not been marked completed is saved, it is given the status of Incomplete. Only documents with the 
status of Complete can be added to a batch. 

11. Click Save Document.  

The document is saved and the Confirmation window appears. 

 

12. If you wish to create another document, click Yes to go to a blank Input Document header page, otherwise click No to go to the Home 
page. 
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Exporting Documents as CSV Files 

CSV files of documents exported for your records will include a column indicating pipeline sales documents.   

 

 

 

 

 

 

See the BCLDB DSWR User Guide (V.9) to learn how to export documents as CSV files.  
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Creating, Reviewing and Submitting Batches 

Once you have created pipeline sales and/or customer returns documents, the process of adding them to a batch, reviewing the batch, and 
submitting it is the same as for reporting packaged products. Pipeline sales and customer returns documents do not need to be batched 
separately from documents for packaged products; batches can include both types of documents. 

Pipeline sales and and returns documents will be displayed separately from packaged sales and returns documents on the Batch Review page 
and the Batch Control Summary PDF document for batches containing both types of documents.  

NOTE: The screenshot below may look slightly different depending on the remittance process you follow.  
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On the Batch Summary page, you can use the SKU Type dropdown menu to filter sku types in the batch by packaged/keg or pipeline products.  

 

See the BCLDB DSWR User Guide (V.9) to learn how to create, review and submit batches.  
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Nil Reporting 

From the Sales Agreement Terms and Conditions you are required to report to the BCLDB on your sales-related activities, including if 
you did not process any sales or returns in any given week.  The BCLDB must receive all your Sales Reports no later than the first 
business day of the week following each week of sales. 

Follow these steps:  

1. From the Home tab, under Actions click Create Batch link. 
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2. On this screen ensure Store Number is correct.   

Enter Batch Date, type in the words “NO SALES” in the Batch Comments field.  Click SAVE. 

 

3. Batch Review screen displays. 

Confirm Expected Deposit Amount is $0.00.  (Let WPDR Manager know ASAP if this is not the case)   

Click Sumbit. 
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4. A completed batch should show “O” under the Doc Count box. 
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Help 

If you require assistance with the application, first try looking for a resolution to the issue in the Help section. You can access the Help section 

by clicking the Help link on any page. 

  

If you do not find what you need in the Help section, please contact the administrators via the Contact Us link at the bottom of the screen.  

 

 

 


